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PREFACE

By Supreme Court Order dated May 25, 2010, in Misc. Docket No. 10-9077, the

following Uniform Format Manual for Texas Reporters' Records governs the form of Official

Reporters' Records and, unless otherwise stated, Freelance Reporters' Records, in paper and

electronic format. This manual supersedes the manual in the Supreme Court Order dated July 8,

2003, in Misc. Docket No. 03-9070, which superseded the Supreme Court Order Directing the

Form of the Appellate Record in Civil Cases and the Court of Criminal Appeals Order Directing

the Form of the Appellate Record in Criminal Cases. The requirements of this edition of the

manual apply to any Official Reporter's Record or Freelance Reporter's Record within the scope

of the manual that is transcribed or prepared on or after July 1, 2010.

A court reporter and court recorder must prepare and file the Official Reporter's Record

in accordance with this manual; Texas Rules of Appellate Procedure 13, 34.6, and 35; and any

other applicable rules and law. Even if more than one notice of appeal or request for preparation

of the record is filed, the court reporter or court recorder should prepare only one Official

Reporter's Record in a case. In the event of a flagrant violation of the requirements in the

manual, on motion of a party or on the court's own initiative, the appellate court or presiding

judge may require the court reporter or court recorder to amend or prepare a new record in

proper form — and provide it to any party who has been provided a copy of the defective record

— at the preparer's expense. Additionally, failure to comply with mandatory provisions of this

manual by either official or freelance court reporters may be grounds for discipline through the

Court Reporters Certification Board.

This manual was originally prepared primarily through a joint effort of the Court

Reporters Certification Board, through its Ad Hoc Uniform Format Manual Committee, and the

Uniform Format Manual Task Force. In 2010, this manual was revised primarily through a joint

effort of the Court Reporters Certification Board, through its Certification/Uniform Format

Manual Committee, the Office of Court Administration, and the Texas Appeals Management and

E-Filing System (TAMES) Task Force. Questions or comments regarding the manual should be

directed to the Court Reporters Certification Board.

The 2010 revision of the manual is intended to provide the new instructions needed for

court reporters and court recorders to file the Official Reporter's Record electronically, while

still providing the necessary guidance for paper filing. Because the prior version of the manual

provides limited guidance for court recorders who prepare the Official Reporter's Record, the

revised manual also contains new and enhanced provisions relating to these court recorders. The

provisions are modeled after applicable rules, such as Texas Rules of Appellate Procedure 13.2

and 34.6(a)(2) and local rules governing the electronic recording of court proceedings. Also as

part of the revision process, the content of the manual has been reorganized extensively to clearly

delineate requirements for paper versus electronic filing and, to the extent possible, to group

related requirements in the same section of the manual.



The editors of this manual have placed certain text in boxes with a smaller font. Such

commentary does not prescribe the format or content of the record, but instead provides

explanation and reference to applicable statutes and court rules.

Unless otherwise indicated herein, all requirements in this manual apply to both Official Reporters'

Records and Freelance Reporters' Records.
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Uniform Format Manual for Texas Reporters' Records

Section 1 - Uniform Terminology

1.1 Definitions.

(a) Administrative pages include the title, appearance, index, correction, and certification

page(s) in an Official Reporter's Record or Freelance Reporter's Record.

(b) ASCII format means the format of the American Standard Code for Information

Interchange.

(c) Compressed means a format that has been reduced and printed to accommodate two

or four normal sized pages on one printed 8 lA- x 11-inch page.

(d) Court recorder means a designated court employee who creates an electronic

recording of court proceedings. See Tex. Gov't Code § 52.02 l(e); Tex. R. App. 3.1 (g).

(e) CRCB means the Court Reporters Certification Board.

(f) CSR means a Certified Shorthand Reporter certified by the Supreme Court of Texas.

(g) Duplex means printed on both sides of a page.

(h) Footer means the bottom line(s) on an Official Reporter's Record or Freelance

Reporter's Record, which appears below line 25.

(i) Freelance court reporter means a CSR who practices shorthand reporting other than

in the capacity of an Official Court Reporter or Deputy Official Court Reporter.

(j) Freelance Reporter's Record means all transcriptions by a Freelance Court Reporter

other than Official Reporter's Records.

(k) Header means the top line(s) on a page of an Official Reporter's Record or Freelance

Reporter's Record that briefly describes the testimony of witnesses and/or events.

(1) Index means a listing of the contents of an Official Reporter's Record or a Freelance

Reporter's Record.

(m) Log means a detailed, legible description of proceedings being recorded by a court

recorder. See Tex. R. App. P. 13.2(b).

(n) Margin means the space around the text on a page.



(o) Master index means the compilation of multiple indexes in an Official Reporter's

Record, which is required only for records with more than one volume and will always be

labeled "Volume 1."

(p) Non-stenographic record means an audio or audio-visual recording.

(q) Official court reporter or deputy official court reporter means a CSR appointed by a

judge as the official court reporter. See Tex. Gov't Code § 52.001(3); Tex. R. App. P.

13.5.

(r) Official Reporter's Record means the transcription of so much of the proceedings and

any of the exhibits that the parties to the appeal designate or, if the proceedings were

electronically recorded, certified copies of all tapes or other audio-storage devices on

which the proceedings were recorded, any exhibits that the parties to the appeal

designate, and certified copies of the logs prepared by the court recorder. See Tex. R.

App. 34.6(a).

(s) Proceedings means events or happenings in the courts, legislature, state agencies,

depositions, grand juries, referees, and court commissions.

(t) Shorthand reporter means a person who engages in shorthand reporting.

(u) Shorthand reporting means the practice of shorthand reporting for use in litigation in

the courts of this state by making a verbatim record of any court proceeding, deposition,

or proceeding before a grand jury, referee or court commissioner using written symbols

in shorthand, machine shorthand or oral stenography. See Tex. Gov't Code § 52.001(5).

(v) Sic means "as spoken."

(w) Sotto voce means "soft voice."

(x) Style means the name of the lawsuit or matter pending before a court or an agency of

the state.

(y) Text means the main body of matter in a transcript.

(z) Title page means the first page of the Official Reporter's Record or Freelance

Reporter's Record, listing pertinent information included within the record.

(aa) Transcription means the act or process of transcribing, or something transcribed (i.e.,

a transcript).

(bb) Venire means an entire panel from which a jury is drawn,

(cc) Venireperson means a member of venire.



Section 2 - Page Formatting

Unless otherwise specifically provided in this manual, rules, or law, the following

requirements apply equally to Official Reporters' Records and Freelance Reporters'

Records.

2.1 Page Size. Each page must be formatted as 8V2 x 11 inches.

2.2 Text/Page Color. Solid black text on an opaque, white background page must be

used, except with Realtime unedited rough drafts. See also Section 4.3, infra.

2.3 Character Spacing. The pitch (characters per inch) must be 9 or 10.

2.4 Legibility and Font. The font must be mixed uppercase and lowercase and clearly

legible. Interlineations are not permitted. The use of any product limiting the

reproduction of a record is prohibited.

2.5 Margins. The distance between the left and right marginal lines must be no less than

six and one-half (6 Yi") inches or between fifty-six (56) and sixty-three (63) spaces or

characters per line. The left margin text must be set one character from the left marginal

line, and the right margin text, except for automatic word-wrapping, must be set one

character from the right marginal line (not justified).

2.6 Format Box. A format box consisting of solid top, bottom, left, and right marginal

lines is required to mark the margins of a transcription.

2.7 Questions and Answers (Q. & A.). "Q." and "A." must be used to signify questions

and answers. The period following the "Q" and "A" designation is optional.

2.8 Quotations. Quoted material must follow the general format guidelines in this

manual with respect to marginal and tab settings. The use of quotation marks is optional.

See Figure 18.

2.9 Dashes. Interruptions of speech must be denoted by the use of dashes ( — ) at the

point of interruption, and again at the point the speaker resumes speaking. See Figure 19.

2.10 Position of Tab Settings. Three tab settings are required for use on all

transcriptions. The first tab setting must be on the fifth space from the left text margin.

The second tab setting must be on the tenth space from the left text margin. The third tab

setting must be the fifteenth space from the left text margin. These tabulations should be

sufficient for all indentations that need to be made in any transcription.

2.11 Use of Tab Settings. The first tab setting must be used for "Q." or "A." The second

tab setting must be used for the beginning of text after the "Q." or "A." All subsequent

lines must return to the left margin. See Figure 17.



The third tab setting must be used for speaker identification, followed directly by a colon

and two spaces. The third tab setting must also be used for a new paragraph or

parenthetical. All subsequent lines must return to the left margin. See Figure 18. But

when more than one line is necessary for a parenthetical, each subsequent line must also

begin at the third tab setting.

2.12 Line Numbers. The line numbers 1-25 must be placed to the left of the format box.

2.13 Lines of Text. Each page of transcription must contain 25 lines of text, numbered 1

through 25, double spaced, except where appropriate on administrative pages. Page

numbers or headers and footers are not considered part of the 25 lines of text. The last

page may contain fewer lines if it is less than a full page of transcription.

2.14 Blank Lines. No blank lines will be permitted except when a witness setup carries

over to the next page, for administrative pages, or when counsel requests blank lines.

2.15 Placement of Time Stamping. The use of time stamping is optional. When time

stamping is utilized, it must be placed to the left of the line numbers or to the right of the

right marginal line. It may be in a smaller pitch than the specified 9 or 10 pitch required

for the text.

The requirement that deposition officers keep time in oral depositions, imposed by the 1999

civil discovery rules revisions, is discussed below in the commentfollowing Section 3.3.

2.16 Placement of Page Number. The page number must be placed at the top right

corner of the page — flush with the right margin — inside or outside the format box.

The page number does not count as a line.

2.17 Page Numbering. The pages of the Official Reporter's Record must be numbered

consecutively beginning with page "1" for each volume. Except when specifically

provided otherwise in this manual, each volume of the record must begin with page "1".

Index pages may not be numbered with Roman numerals.

2.18 Page Headings. The use of page headings (also known as headers) as brief

descriptions to aid in locating the testimony of witnesses or events is optional.

2.19 Placement of Page Heading. If used, a page heading must appear above line 1,

outside the format box. A page heading does not count as a line.
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Section 3 - Content

Unless otherwise specifically provided in this manual, rules, or law, the following

requirements apply equally to Official Reporters' Records and Freelance Reporters'

Records.

3.1 Title Pages. Each transcription shall include the following information:

(a) court name and number;

(b) county and state ofjurisdiction;

(c) case style;

(d) civil or criminal docket case number and appellate court cause number, if

known and applicable;

(e) name and title of judge or other judicial officer presiding (in Official

Reporter's Record only);

(f) type of proceedings;

(g) date and location of proceedings for Official Reporter's Record, and time,

date, and location for Freelance Reporter's Record;

(h) volume number (no Roman numerals: Volume 1 of 1, Volume 1 of 2);

(i) method by which the proceedings were recorded — e.g., machine shorthand,

manual shorthand, or oral stenography (stenomask); and

(j) name, address, State Bar number (in Official Reporter's Record only), and

phone number of each attorney (in Official Reporter's Record only) and party

represented.

If the above information is too lengthy to fit on one page, additional pages may be

used immediately following the title page. Columnar format on appearances is

optional.

See Figures 1 -4.

3.2 Logs. Each log of a proceeding being recorded must be indexed by the date and

location of each event being recorded and must include the following information:

(a) the number and style of the case before the court;

(b) the name of each person speaking;

11



(c) the event being recorded such as the voir dire, the opening statement, direct

and cross-examinations, and bench conferences;

(d) the time of day of each event; and

(e) each exhibit offered, admitted, or excluded.

See Tex. R. App. P. 13.2(b). A court recorder must also comply with applicable local

rules governing the log of a recorded proceeding.

3.3 Certification of Official Reporter's Record.

(a) Court Reporter. The court reporter must authenticate the original Official

Reporter's Record and each copy thereof with a certification page on the last page of

each volume. If more than one court reporter is involved in the production of the Official

Reporter's Record being certified, then each court reporter involved must certify each

volume that he or she produced. The party responsible for the costs must be identified in

the certification page contained in the final volume. (Note: The contents of the title page

should not be repeated as part of the certification page.) See Figures 5 and 6 for

examples of the Official Reporter's Record Certification Page for Texas CSRs and for

Exhibits.

If the court reporter is working for a freelance firm, the court reporter must provide the

firm registration number issued by the CRCB.

(b) Court Recorder. The court recorder must authenticate each copy of an audio-storage

device on which proceedings are recorded with a certification page that identifies clearly

the subject audio-storage device. The court recorder must also authenticate each copy of

a log with a certification page on the last page of the log. If more than one court recorder

is involved in the production of the Official Reporter's Record being certified, then each

court recorder must certify each audio-storage device or log that he or she produced. The

party responsible for the costs must be identified in the final certification page contained

in the Official Reporter's Record.

See Section 8 for certification requirements for electronically-filed records.

3.4 Certification of Freelance Reporter's Record. The court reporter must authenticate

the original transcription with a certification page on the last page(s) of the record. The

party responsible for the costs must be identified on the certification page. See Figures 7-

9 for examples of Changes/Signature Page and Certification Pages.

The certification page must include the firm registration number issued by the CRCB, if

applicable, pursuant to Section 52.013(a)(7) of the Texas Government Code.
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Comment Concerning Certification of Depositions, Timekeeping,

and Other Duties of Deposition Officers

Texas Rule of Civil Procedure 203 sets forth the requirements governing presentment, signature,

certification, and delivery of oral and written depositions. These requirements apply to any "deposition

officer," who, for purposes of the discovery rules, is defined as any person responsible for recording a

deposition. There may be more than one "deposition officer" in an oral deposition. For example, if a party

notices an oral deposition to be recorded non-stenographically, another party may notice the deposition to

be recorded stenographically by a CSR. See Tex. R. Civ. P. 199.l(c), 199.2(b)(3). In such a case, both the

person responsible for recording the deposition non-stenographically and the person responsible for

recording the deposition stenographically would be a "deposition officer" required to comply with Rule

203 with respect to the form of recording for which that person was responsible.

A deposition officer responsible for a stenographic recording of an oral deposition must present

the transcript for signature in accordance with Rule 203.1, although this requirement does not apply to non-

stenographic recordings or depositions on written questions. See Tex. R. Civ. P. 203. l(c). Each deposition

officer must also certify a deposition in accordance with Rule 203.2(a)-(g), although subparts (b), (c), and

(e) obviously do not apply to depositions on written questions and subparts (b), (c), and (f) do not apply to

non-stenographic recordings of oral depositions.

An important certification requirement applicable to oral depositions, however recorded, is that

deposition officers must certify the amount of time used by each party at the deposition. See Tex. R. Civ.

P. 203.2(e). This requirement is intended to aid enforcement of time limits on the examination and cross-

examination of witnesses. See Tex. R. Civ. P. 190.2(c), 190.3(b)(2), 199.5(c). Although time-stamping

may facilitate the completion of this task, it is not required; rather, the deposition officer may simply use a

stopwatch or other time-keeping device. The time credited to a party obviously should not include recesses

or off-the record discussion, and it should not include protracted lapses, such as when a witness is

reviewing a stack of documents. But the time would include ordinary pauses by the interrogator or the

witness.

Nothing in the timekeeping requirement provisions requires or even permits a deposition officer to

referee attorney disagreements at depositions. If a dispute develops among counsel about how time is to be

kept, the officer should not attempt to resolve it but should simply make a record of the disagreement so

that it can be taken to the court if necessary. If an officer makes a mistake in keeping or certifying time, the

court will treat it as any other mistake made by the officer and order any adjustments in discovery

considered appropriate. Nothing in the rules requires an officer to keep track of the time remaining to an

attorney during a deposition, nor should an officer cease recording the deposition if the officer or a party

determines that the time limits have been exceeded. An officer's responsibility is to make an accurate

record, not to police counsel or witnesses. Deposition officers should not allow themselves to be injected

into counsel's disputes. If lawyers cannot agree on the peculiar details of counting time in a particular

situation, they should make a record of their respective positions and let a judge sort it out.

3.5 Certified Questions. A certified question is a question that the witness has refused

to answer or has been instructed by his or her counsel not to answer during the course of

the deposition. The attorney may want to argue that particular question in front of the

judge. The attorney will generally say, "Certify that question," on the record. The court

reporter must type the testimony and any colloquy in the record in the usual manner. If

the attorney has requested a separate booklet, then the court reporter must excerpt a copy

of the pertinent testimony from the final transcript into a separate booklet. All certified

questions must be listed in the index.
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